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Completing IRS Form 990-N

 |IRS Form 990-N, taking effect for the first time in 2008,
collects and verifies information that the IRS has on file
for organizations with gross annual receipts below
$25,000.

« |f the council has a fiscal year that ends June 30, IRS
Form 990-N is filed electronically between the July 1 and
November 15, 2008, at epostcard.form990.org. Filing
deadlines are based on fiscal year. There is no penalty
this year for missed deadlines.

 Filing Form 990-N is a two-step process.


http://epostcard.form990.org/

Completing IRS Form 990-N
STEP ONE

Register as a new user

3 Request Login ID - Microsoft Internet Explorer P [l 4]

File Edit ‘View Favorites Tools Help | J‘;’
! Search

OBack ML ~> B IiLl Iil-l ;‘| / Favarites 6‘-‘| A= w| - ﬂ

Addres: g http:ffeposteard. Form390.org/frmiPRequestLoginl Type. asp
€-Postcard
Urban

Institute file your electronic IRS Form 990-N
Request Login ID

!
Please select Exempt Org or  (for a definition of the two login ID types, return to the previous page.) ® E nte r th e CO u n CI I S E I N

Preparer:

Login ID Type: Exernpt Organization *
Organization EIN .I

e Visit epostcard.form990.0rg

<< Back Mt >3 |

Cuestions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with 2 screen resolution of 1024 X 768,
Last modified: December 13, 2007.
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http://epostcard.form990.org/

Completing IRS Form 990-N
STEP ONE

‘3 Request Login ID - Microsoft Internet Explorer =] |
Fle Edt View Favortes Tools Help | "
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Institute

Login ID Type
Login 1D:
Organization Mame:

Fassword

Verify Password
First Narne:

Last Marne:

Email Address
Verify Email Address
Daytime Phone:

Address [&] hitp: fepostcard. Formasn.org/frmhPRequestL

eé-Postcard

file your electronic IRS Form 990-N
Request Login ID

Please enter the following information and then click the "Next” button (Al fields are required.)

Exempt Organization
11900002501
SUPPORTING ORGANIZATION INC
MNOTE: Password rust be between 6 and 15 characters and is
case sensative.

——

<< Back MNed »>

Guestions or problems regarding this web site should be directed to Tech Support
Concerned about your privacy? Please view our privacy policy.
This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firsfox with & screen resolution of 1024 X 768,

Last modified: December 13, 2007 LI
[&] bone [T e et w

Once the EIN is entered, the system
generates a Login ID

Please do not be alarmed that the legal
name that the IRS has on file for the
council is usually International Reading
Association, Inc.

Do not try to change the legal name. The
council’s name will appear at the end of the
filing process.

Why doesn’t the council’s name appear? All
U.S.-based councils chartered by IRA can
be exempt from federal income tax and
eligible to receive charitable donations
through IRA’s group exemption. (The other
option is to apply directly to the IRS for
section 501(c)(3) status.) The IRS
recognizes individual (council) members of
IRA’s group through their Employer
Identification Number, EIN, and uses the
main organization’s name as the legal
name.



Completing IRS Form 990-N
STEP ONE

3 Request Login ID - Micros

oft Internet Explorer

Please enter the following information an

Login ID Type
Lngm 1D:

Exempt Organization
11900002501

d then click the ‘Wext" buttol

-Postcard

file your electronic IRS Form 990-N

Request Login ID

n (Al fields are required.)

e SUPPORTING ORGANIZATION INC

MNOTE: Password rust be between 6 and 15 characters and is

Email Address I

Verify Email Address |

Daytime Phone: I
<< Back MNed »>

Qe t r problems r g arding this web ite should be
Con d h ut your privacy? Plea ew our grivacy p
This Web ite is best viewed with Mic ﬁ\ ternet Explore
Last modifie d December 13, 2007

d cted to Tech Support

55 or Mozilla Firefox with a esolution of 1024 X 768,
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The filer provides a password,
first and last names, an emaill
address*, and daytime phone
number.

*Login ID Activation requires
an email response, so it's
Important that the email
address provided is not so
heavily filtered (or the mailbox
too jammed) for the activation
email to get through.



Completing IRS Form 990-N
STEP ONE

Go Lirks

eé-Postca

file your electronic IRS Form 990-N

Activate Login ID

If the information below is corre
contact Tech Support.

ct, enter your password and click the Next button. If the information is not correct,

User Name: Penn Oak

Login ID: 11900002501

Login Type: Exempt Org

Org Name: SUPPORTING ORGANIZATION INC
Password:

Note: Your password is case sensitive.

Next >>

»

d

Quest
Caoncerned about your privacy? Please view our
This website is best view

Last modified: December 13, 2007

ions or problems regarding this web site should be directed to Tech Support

7 privacy policy.
ed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 788,
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* Login ID Activation
(registration) is completed
by entering the password.
The response screen
notifying the filer of
success can be printed
and saved.

* Recelpt of the Login ID
activation email marks
the end of the first step
for filing Form 990-N.



Completing IRS Form 990-N
STEP TWO

‘ostcard Login ID A

ion Notice - Message (Plain Text) =10l x|

File Edit Wiew Insert Format  Tools  Actions  Help

By BEX +-v-4 00

&Reply | gReply to Al | i Forward | =

Extra line breaks in this message were removed,

From: epostcard@urban.org Sent:  Fri 2{15/2008 9:18 AM
To testuser2S@urbantest, com
Co

Subject:  e-Postcard Login ID Activation Motice

Penn, J

The following is your e-Postcocard login ID:
Login ID: 11900002501
Name: Penn Oak

Organization: SUPPORTING ORGANIZATION INC Login Type: Exempt Org

Click the link below to activate vour login ID. (ote if wyour email prograwn does not
display the weh page as a link, copy the whole link and paste it into your hrowser.)

IMPORTANT: Vou should close any open browser windows hefore ywou click this link.

http://ecard. form990.org// frodidminlogindetivate. agp?A=0019507md52032 hEFm

Contact technical support if you have any guestions

e-Postcard Technical Support Team
email: epostcardBurban.org
Phone (toll free): 885-887-0084 (hours: S8:00 AM to §:00 PM Eastern Time)

* The receipt emalil
provides the filer with
the option to file the
990-N immediately by
clicking the link
provided.

The filer can save the
email and use the link
to complete the 990-N
at another time.



Completing IRS Form 990-N
STEP TWO

Form 990-N {e-Postcard) Online - Organization Information - Microsoft Internet Explo

Eile Edit View Favorites Tools  Help

Institute
Form 990-H Home Control Panel

e

Log Out

Electronic Notice - Form 990-N {e-Postcard)

Organization Information

For the tax year period beginning O 1/1/2006 and ending O 12/31/2006

Has your organization terminated or
business?

gone out of {9 -

Are your gross receipts normally $25,000 or less? O -

Organization's legal name - Line 1
Organization's legal name - Line 2

Employer identification number (EIN}

Postcard

file your electronic IRS Form 990-N

@ [LOCALCHAPTER:

O

@ [iT-a000028

Cancel Filing | Mext Page

0]

Questions ar problems regarding this website should be directed to Tech Support.
Concerned about your privacy? Please view our Privacy Policy.

website last modified on: October 2314, 2007,

This wehsite is hest viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefor 1.0+ with a screen resolution of 1024 X 7638,
You are currently using Microsoft Internet Explarer 6 in 16230 ¥ 1050 resolution,

-]

2] Done:

[T mene

The filer will enter the
fiscal year (July 1, 2007
to June 30, 2008 for most
councils) and respond to
both parts of question B.

Do not try to change the
legal name on guestion
C. You can enter the
council’s name on the
next screen.
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STEP TWO

sssssss

* Form 9390-H (e-Postcard) ~ © Logout

H RS e
é-Postcard

file your electronic IRS Form 990-N

Electronic Notice - Form 990-N (e-Postcard)
Organization Address and Principal Officer Information

Qrganization's legal name: SUPPORTING ORGANIZATION ING

Save Changes

If wour organization conducts business using
another name (dha), enter other name:
DB& name @ [
DBA name - con tinued @ [
Organizat ling addrs -
Country @
|Umted States j
Murmber and street {or PO Box) - Line 1 O |
Mumber and street {or PO Box) - Line 2 O |
City or town @ I
State @ l—L[
Zip code @ l—
Qrganization's website address, if applicable O |
Boe T T T T @ e _/,I

The filer may enter the
council’s name (as a DBA), its
current mailing information,
website address.

The filer enters principal
officer's name and address on
the same screen (not pictured).

Once the information is
completed, the filer can click a
button to submit the e-postcard
to the IRS (not pictured).



Completing IRS Form 990-N
STEP TWO

'; Form 990-N {e-Postcard) Submitted - Microsoft Internet Explorer =101 x|

Fle Edit Wiew Favorites Tooks Help ‘ "

Search % Favorites 04

é-Postcard

Institute file your electronic IRS Form 990-N

Home | Support i Links | LogOut |
Form 990-N (e-Postcard) Submitted

SUPPORTING ORGANIZATION INC
11.9000025

2006 IRS Form 990-N (e-Postcard)
1/1/2006 - 12/31/2006

Congratulations, your Form 990-N (e-Postcard) has been submitted to the IRS.

Once the IRS receives and processes your e-Postcard (usually within 30 minutes), you will receive an email indicating whether your
e-Postcard was accepted or rejected. If accepted, you are done for the year. If rejected, the e-filing receipt email will contain
instructions on how to correct the problem,

Log out I Go To Filing Status Page |

Questions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This wehsite is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768
Last modified: December 13, 2007,

KT

|&] Done [T [ [ [ [dmeemet

e Within about 30

minutes, the IRS will
notify the filer by
email that the 990-N
was accepted or
rejected. If rejected,
the IRS will offer
Instructions on how to
correct the problem.



Completing IRS Form 990-N

B Form 990-N E g Receipt - IRS Status: Accepted - Message (Plai - Dll‘
File Edit ew Insert Format Tools  Actions  Help
GaPReply | (=@Reply to Al | -5 Forward | = =N 4 B | (25 X 4w A o B
B I O ==4 - B
From: epostcard@urban.org Sent:  Fri 21572008 9:22 AM
Ton testuser2S@urbantest, com
o
Subject:  Form 990-M E-filing Receipk - IRS Status: Accepted
Crganization: SUPPORTING CORGANIZATION IMC .:J

EIN: 11-2000025

Submission Type: Form S90-N

Year: 2007

Submission ID: 730058200304600001ES
e-File Postmark: 2/15/2008 11:27:46 AN
Aocepted Date: 2/15/2008

your records.

Thank you for filing.

The IRZ has accepted the e-Posteard described sbove.

Please save this receipt for

e-Postoard  technical support
Phone: 885-887-0084 (toll free)
email:ePostcardiurban.org

Hours: S:00 AM to 5:00 pm Eastern

SUPPORTING ORGANIZATICH INC
655 Bradford 3t
Nixon, NV 89424

« |IRS ACCEPTANCE
MESSAGE - RETAIN
FOR COUNCIL
RECORDS



Completing IRS Form 990-N

THINGS THAT CAN GO WRONG

Councils may find that the legal name (generally, International Reading Association)
or fiscal year dates are incorrect. These problems can be resolved only by the IRS
and take at least 10 weeks. Councils are encouraged to complete the Form 990-N if
they can, and make corrections on a separate track.

To update the email address or other information provided during registration, select
Update User Record from the right-hand menu on the e-Postcard home page. Enter
your login ID and password and click Log In. From the Manage Users page, click
Change Password to change your password or Edit to update other information.

The http://epostcard.form990.org/ website has a FAQ section and produced the
Quick Start Guide used in this PowerPoint.

You may also contact Beth Cady at bcady@reading.org for additional
information.



mailto:bcady@reading.org
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